Portsmouth, Virginia Police Department 
General Orders Manual 
Police Reporting System ADM | 16 


Effective: 07.01.07 8 pages 
Supersedes: | ADM-16 (04.15.01), ORG-18 (06.06.79) 


PURPOSE: To establish guidelines for when reports are taken, what forms or systems are 
used in reports, what information is required in the reports, and how reports are submitted, 
processed, and utilized. 


GUIDELINES: Proper documentation of incidents or offenses handled by the police is vital in 
the provision of records, necessary to pursue the effective accomplishment of the department’s 
mission, meet the investigative and documentary needs of the prosecutors’ office, and comply 
with State and FBI crime reporting mandates. Department personnel are expected to 
complete the appropriate reports thoroughly, correctly, and accurately, and to submit them 
promptly, in accordance with department training and the provisions of this Directive. 


PROCEDURES: Actions taken by law enforcement personnel, whether self-initiated or in 
response to a request for service, must be recorded on the appropriate report form or report 
system utilized by the department. These reports serve an important role in recording and 
conducting preliminary investigations, determining cases requiring follow-up investigation, 
providing information needed for prosecution, compiling statistics, and conducting strategic 
planning. 


l. Offense/Incident Reports 


A. The department utilizes the State Incident-Based Report form (IBR) for recording 
all crimes, offenses, and other incidents requiring formal documentation. 


B. The IBR report form must be completed in accordance with the specific information 
entry requirements outlined in the manual, “Incident Report Guidelines” (dated 
February 1999), individual copies of which are housed in each Division. 

C. In reports on criminal offenses or incidents, the Incident-Based Reporting (IBR) 
classifications are used for identifying the type of crime or incident being reported 
(Reference, Offense Code Guide, PPD 18G1). 

D. All Group A offenses require completion of an IBR report (refer to IBR Manual). 

E. Group B Offenses 


1. Reports on the following Group B offenses are required: 


a) Bad Check, when an arrest is made 
b) Third Offense Driving Under the Influence (felony) 
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c) Non-Violent Domestic Incidents (Child Neglect, Contributing to 
Delinquency, etc.) 

d) Peeping Tom 

e) Conspiracy to Commit a Group A or Group B Offense 

f) Hate/Bias Crime 


2. Ifan arrest is made in any of the following Group B offenses, an IBR is not 
required, however, an IBR should be completed if other mitigating 
circumstances are present or a need is indicated for follow-up investigation 
and action: 


a) Curfew/Loitering/Vagrancy Violations 
b) Liquor Law Violations 


F. Other offenses are documented in an IBR report based on their seriousness or the 
need for follow-up investigation. 


Note: Assault on a police officer is coded with the Aggravated Assault code, and 
requires a separate IBR report. 


G. Other activities, which do not necessarily involve a violation of law, but which 
require documentation on an IBR report include the following: 


Accident on City Property (e.g., citizen falls on steps to municipal building) 
Drug Overdose 

Found Body 

Lost or Found Property 

Missing Person/Runaway 

Occupational Accident (involving City employee) 

Industrial Accident 

Suicide, Attempt Suicide 

Injured Officer 

10. Injured Prisoner 

11. Recovered Stolen Auto (not already reported stolen in Portsmouth) 
12. Vehicle Pursuits 


ON) OV eo O E 


H. The Census Tract for offense/incident location must be entered on the IBR report, 
in the upper right untitled block next to the block for Report Time. 


An employee preparing an IBR report must have a supervisor review and approve 
(sign) the report prior to submitting it. The employee should have his/her own 
supervisor perform this review; however, if that supervisor is not available, the 
employee is to locate another supervisor rather than retain the report and fail to 
submit it promptly. 


J. The employee must submit the report to an authorized collection location, such as 


the Records Management Unit, before securing from work. Missing Persons and 
Grand Larceny of Vehicle reports, and reports of return or recovery of same, must 
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be submitted immediately to the Records Management Unit, for data entry on 
VCIN and NCIC. 


The IBR Report number is obtained from the dispatcher, and is computer- 
generated. All report numbers are assigned through this system to avoid the 
possibility of duplication. Any additions to the report, or any recovered evidence 
related to the reported incident will be recorded under the same number. 


The Records Management Unit reviews for accuracy and completeness all 
received IBR reports, providing quality control screening in addition to the initial 
supervisory review and approval. Any reports missing information or found to 
contain discrepancies are returned to the reporting employee via the reviewing 
supervisor who signed the report. The reports are to be corrected as noted on the 
return form, and submitted to Records Management by the due date indicated on 
the return form. 


Reports documenting preliminary investigations of incidents requiring additional 
criminal investigation, e.g., robbery, burglary, are forwarded to the Criminal 
Investigations Unit for assignment to the appropriate squad. 


Reports of pattern crimes of a less severe nature, e.g., destruction of property, or 
of other lesser offenses impacting quality of life, e.g., repeated breaches of peace, 
are forwarded to Community Services for assignment to the Neighborhood Impact 
Officers. 


ll. Vehicle Accident Reports 


A. 


The State-provided Police Accident Report must be completed and submitted for 
any traffic accident meeting the state’s required reporting criteria, as outlined in 
OPR-28, Vehicle Accident Investigation. 


An IBR offense report also is required in all fatality accidents and Hit & Run 
accidents. 


Accident reports must be approved (signed) by a supervisor and submitted to an 
authorized collection location prior to the employee’s securing from duty. 


The report number is obtained from the dispatcher, as with IBR reports. In fatality 
and Hit & Run cases, the IBR report and the accident report will have the same 
report number. 


Police Accident Reports are forwarded to the Records Management Unit, which 
submits the appropriate copy to the State Police, and maintains the department 


copy. 


Fatality and Hit & Run accidents are assigned to the Strategic Traffic Unit for 
investigation. Report copies and additional information received are forwarded to 
that unit. 
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G. For city vehicle accidents, refer to General Order 5-2, Vehicle Accident 
Investigation. 


Ill. Police Case Files 


A. In all felony cases, the assigned or investigating employee is responsible for 
providing the Commonwealth Attorney’s Office with a complete, thorough, and 
detailed Case File to maximize successful prosecution. Third offense petit larceny 
cases will require felony case files only upon the agreement of the Commonwealth 
Attorney’s Office regarding prosecution. 


B. Once an arrest warrant or indictment is secured, the Case File is due in the 
Records Management Unit within ten (10) working days. For Juvenile Case Files, 
the submission deadline is five (5) working days. If an extension on the case file 
deadline is needed, it is to be requested through the Court Liaison Unit. 


C. The Case File must be submitted in the appropriate Case File folder. Documents 
will be secured by the folder clasp, and any use of staples should be avoided, with 
paper clips used instead, in order to facilitate the copying process. 


D. The Case File must contain the following mandatory items: 


1. Case File Checklist - With file items assigned sequential page numbers, and 
the numbers listed on the appropriate checklist space. Items added later are 
also numbered sequentially with the date of their addition to the file noted in 
the appropriate checklist space. The “NO” column is checked for any item not 
needed. 


2. Police Prosecution Report 


3. CAO Victim/Witness List — Portsmouth Police officers listed as police officer 
witnesses only require name, work phone number, and alternate contact 
(direct supervisor and phone number) information entered, along with the 
information about which the officer will testify. 


4. Copy of IBR Report, including any applicable “ADD” (additional) reports 


5. Investigative Narrative — including a chronological summary of the 
investigation, listing times, dates, names, places, and other information 
relevant to the investigation 


E. Additional items, as listed below, to be included in the Case File are determined by 
the nature of the offense. All applicable information boxes are to be checked 
appropriately regarding any included items. 


1. Arrest Warrant — at officer’s discretion 

2. Autopsy Report 

3. Co-Defendants 

4. Defendant's Photograph — taped, not stapled, to file’s inside cover 
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5. Defendant’s Statement 

6. Emergency Medical Technician Report — if available 

7. Evidence Summary — including a list of all relevant physical and technical 
evidence 

8. Forensics Report — provided by Forensics Unit 

9. Forgery and Fraud Evidence 

10. Laboratory Requests — once Certificate(s) of Analysis received; note add date 

11. Line-Up Form 

12. Line-Up Photo — original photo in appropriate envelope attached to back of 
file 

13. Medical Records 

14. Property & Evidence Voucher 

15. Property & Evidence Receipt & Disposition Form (PPD Form No. 142) listing 
any evidence seized 

16. Rights Form — indicate if and how rights given 

17. Search Warrant and Affidavit — include Consent To Search forms 

18. Vehicle Impound Sheet — indicating if suspect’s vehicle or victim’s vehicle 

19. Victim/Witness Statements 

20. Witness List — if a witness has a criminal record, list the record number in item 
#14, but do not attach the criminal history 

21. Certified Court Orders — attach original court orders for Third Offense 
Larceny, Convicted Felons, etc.; page numbers are not to be written on these 
documents, but on blank sheets of paper inserted between the court order 
pages 

22. Other — specify additional inclusions not listed on the checklist 


F. Miscellaneous information, officer notes, criminal histories, etc., which are not part 
of the Case File but are part of the investigation, will be stored in an envelope 
labeled “Officer Notes” attached to the back of the file. This information will not be 
copied or forwarded to the Commonwealth Attorney's Office. The officer must 
remove and destroy criminal histories once all court action has been concluded. 


G. The employee’s supervisor must review and approve the Case File before its 
submission. 


H. Records Management logs and retains the original Case File, and forwards a copy 
of the file to the Commonwealth Attorney's Office. Requests for information by the 
C.A.’s office, for prosecution preparation, should be referred to Records 
Management if the requested information was included in case file already. 


IV. Field Interview/Observation Notice Cards 


A. Officers are encouraged to conduct field interviews, based on the principle that the 
Opportunity to apprehend criminals and prevent crime increases with the number 
and frequency of persons interviewed. Information gathered and recorded can 
prove highly valuable in several different law enforcement functions, but primarily 
in developing leads in those cases where few initial leads existed. 
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V. 


Field Interview (FI) Cards provide documentation on lawful stops of citizens for 
investigative purposes, or observations of vehicles or of persons with whom the 
officer does not necessarily have direct contact. 


FI Cards are to be completed as thoroughly as possible, with the information 
available at the time to the reporting employee. The employee is to submit the 
card to an authorized collection location prior to securing from duty. 


Submitted FI Cards are retrieved by, or forwarded to, the Crime Analysis Unit. 


The Crime Analysis Unit enters information from the FI Cards into Pistol. 


Computer-Aided Dispatch System (CADS) 


A. 


For the purpose of this Directive, CADS is included as an additional field reporting 
system, as it provides a record of both criminal and non-criminal situations to which 
police respond. CADS information is retrievable for utilization in service quality 
review and evaluation, statistical compilation, and strategic analysis and planning. 


Dispatchers record the following information into CADS: 


Citizen complaints 

Incidents resulting in an employee being assigned or dispatched 

Criminal and non-criminal cases initiated by law enforcement employees 
Incidents involving arrests, citations, or summonses 

Number and identity of employees involved in these situations or incidents 
Actions of employees in response to these situations or incidents 
Identification of other agencies involved or recommended/contacted for 
referral 

8. Incident status or resolution at conclusion of service call 


NOAD Do 


Patrol Shift Commanders prepare for duty by reviewing the previous shifts report 
of service calls, identifying existing situations or repeated problems, and CADS 
BOLOs. 
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D. CADS summaries also are reviewed by the Field Operations Commander to 
evaluate patrol response, ensure quality service, and identify unresolved problems 
requiring additional attention and/or involvement of outside agencies. 


E. Applicable CADS records provide a useful resource to Supervisors and managers 
whenever a discrepancy arises regarding appropriate police response to, or 
resolution of, an incident or situation, including possible developing crime patterns. 


F. CADS is a primary source of data and information utilized by the administration for 
long range strategic planning, and by Division Commanders for more immediate 
resource allocation and operational planning. 


B. Information from the following sources is entered GD 


1. IBR offense/incident reports 

2. Traffic accident reports 

3. Traffic summonses 

Field Interview/Observation cards 
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Vil. Police Records Unit Duties and Responsibilities 


A. The Police Records Unit shall be delegated the responsibility of preparing the 
below listed offense reports: 


Grand and Petit Larceny 

Destruction of Property 

Missing Person and Runaways 

Annoying and Obscene Telephone Calls 

Reports of lost and found articles 

Other offenses determined by the Police Records Supervisor at the time of 
reporting, which may be handled more effectively without loss of relevant 
information or evidence, i.e. walk-in complaint of Grand Larceny of Auto. 


OX Ore WOD S 


B. Accident reports where the complainant comes to Police Headquarters and makes 
report in person, including hit and run accidents. 


C. Prepare supplementary offense reports 


APPROVED: 


Edward G. Long 
Chief of Police 


ADM-16 Police Reporting System (07.01.07) Page 8 of 8 


